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From: Corbett, Krysti
To: O"Grady, John; Morrison, Denise; Tim Seidman; McBride, William; Mills, Lesley; Pitchford, Ann; Sims, Mark;


Oliver, Leah
Cc: Coryell, Mark; Johnson, StacyD; Hunt, Loretta
Subject: Notice: Official Worksites Away from Position of Record at Other EPA Facilities
Date: Thursday, October 12, 2017 1:48:00 PM
Attachments: Official Worksites Away from the Position of Record Final.pdf


All,
 
The attached proposed policy establishes the agency’s policy for the designation of official worksites
away from the employee’s associated position of record for all on-board general schedule
employees, recruitment actions, and candidates.  This policy institutes a process for establishing an
official EPA worksite away from the geographic location of the home office, herein referred to as
remote reporting.  This policy does not address telework (including full-time telework outside of the
local commuting area), details or reassignments. 
 
In general, it is the Agency’s policy that the home office and official worksites are co-located; yet,
when appropriate, remote reporting will support the establishment of a worksite outside of the
home office’s geographic jurisdiction at another EPA location/facility. The policy cannot be used to
establish official worksites at non-agency locations.  A briefing will be scheduled on October 25,
2017, at 1:00 p.m. – 2:00 p.m. EST (calendar invitation to follow.)
 
Stacye Johnson is the lead LER specialist on this initiative, please let her know if you have any
questions or concerns.  She can be reached at 202-564-3941.
 
 
 


Krysti Corbett
Director
Labor and Employee Relations Division
Office of Human Resources
U.S. Environmental Protection Agency
1200 Pennsylvania Avenue, N.W.
WJC North 6317A
Washington DC 20460
Mail Code 3602A
Desk Phone: (202) 564-6295
Mobile:  (202) 579-1681
corbett.krysti@epa.gov
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HR Bulletin 
OFFICE OF HUMAN RESOURCES    



 



 
 



I. APPROVAL DATE 



 



September 28, 2017 



 



II. NUMBER 



 



17-007B 



 



III. SUBJECT 



 



Establishing Official Worksites Away from the Position of Record at Other U.S. Environmental 



Protection Agency Locations 



 



IV. PURPOSE 



 



This bulletin establishes the U.S. Environmental Protection Agency’s policy for the designation of 



official worksites away from the employee’s associated position of record for both on-board employees 



and recruitment actions and candidates. 



  



 V. DEFINITIONS 



 



(a) Home Office/Regular Office is the office (program, region or lab) to which the employee reports on a 



regular and recurring basis, receives direction, and returns to if the supervisor or manager recalls the 



employee.  



 



(b) Receiving Office is where the employee’s official worksite has been re-designated. 



 



(c) Official Worksite means the official location of an employee’s position of record as used in  



Title 5, Code of Federal Regulation § 531.605. It is synonymous with the term official duty station as 



used in 5 U.S. Code 5363(c). This location is: 



 



 (1) The location of an employee's position of record where the employee regularly performs 



 his or her duties. 



 



 (2) If the employee's work involves recurring travel or the employee's work location varies 



 on a recurring basis, the official worksite is the location where the work activities of the 



 employee's position of record are based, as determined by the employing agency, subject  to the 



 requirement that the official worksite must be in a locality pay area in which the employee 



 regularly performs work. 
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(d)  Position of Record means an employee’s official position as defined by grade, occupational series, 



employing agency, Law Enforcement Officer status, and any other condition that determines coverage 



under a pay schedule (other than official worksite), as documented on the employee’s most recent 



Notification of Personnel Action (Standard Form 50 or equivalent) and current position description, 



excluding any position to which the employee is temporarily detailed.  



  



(e)  Remote Reporting is an unofficial term that has no definition in law or regulation. The inclusion of 



the term in this policy is to help inform the audience on what constitutes an official personnel action for 



the purpose of having an employee in an official worksite away from the home office, in contrast to an 



unofficial worksite. The term “remote reporting” has often been used to describe a situation in which a 



program office or region allows an employee to work from outside the local commuting area of the 



employee’s official worksite and position of record. It has no official status because it isn’t a detail, 



change of official duty station, telework or reassignment (i.e., requires a personnel action). It is often 



conflated with telework (i.e., remote  work) and details.  



 



(f) Senior Resource Official is a Senior Executive Service manager who generally reports directly to the 



Assistant, Associate, or Regional Administrator. The SRO is accountable for that office’s ethical, 



effective resource management, including acquisition, assistance and programmatic financial 



management. The SRO oversees and guides the resource management activities within the respective 



organization. SROs are the agency’s primary points of accountability. They maintain fiscal resource 



management responsibilities and practices for their respective organizations.  



  



VI. COVERAGE 



 



(a) This policy applies to all General Schedule positions at the agency. 



 



(b) This policy applies to both on-board employees and recruitment actions and candidates. 



 



(c) This policy cannot be used to establish official worksites at non-agency locations. 



 



(d)  Worksite designations that are the product of an approved reorganization proposal package, a 



reasonable accommodation determination or a transfer of function under one of the authorities following 



in VIII (i), are not subject to the provisions of this policy. However, reorganizations that do not require 



an intra-agency review and approval, but which do involve a geographical relocation of the employee’s 



official worksite outside of the commuting area, do require approval under this policy. 



 



(e) Related Personnel and Employee Actions 



  



This policy does not address telework (including full-time telework outside the local commuting area, 



even if all or some of that is done from an EPA office), details or reassignments. In addition, when an 



employee moves his or her residence to a location outside the local commuting area of the position of 



record with no official move documentation (i.e., the employee’s move is not at the request or need of 



the agency), reporting to the location of the position of record is a matter of a non-duty commute. The 



agency cannot pay any travel  expenses, outside of available transit subsidies because the employee’s 



official worksite remains the same as the employee’s position of record location. For more information 



about these topics, please consult: 
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 (1) The Office of Human Resources Policies page at       



 http://intranet.epa.gov/ohr/policy/index.htm; 



 



 (2) The agency’s Telework page at http://workplace.epa.gov/telework.html; or 



 



(3) Applicable collective bargaining agreements.  



 



VII. ROLES AND RESPONSIBILITIES  



 



(a) Office of Human Resources: develops and issues policy on official worksites away from the position 



of record location and provides oversight for compliance with the related federal law, regulation and 



agency policy. 



 



(b) Human Resources Shared Service Centers: 



 



 (1) Will provide human resources operational guidance to program and regional offices that 



 want to designate an official worksite away from the position of record location. 



 



 (2) Will not effect any action related to the designation of an official worksite away from the 



 location of the position of record unless the proper documentation has been submitted by the 



 program, regional office or independent laboratory, showing the designation was approved by 



 the respective SROs (i.e., the SSC must have a signed and dated designation decision and 



 memorandum of understanding before taking any action). 



 



 (3) Will ensure the actions effected are in compliance with law, regulation and agency policy 



 (e.g., locality pay). 



 



(c) Program, Regional Offices and Independent Laboratories:  



 



 (1) Must adhere to law, regulation and agency policy when designating an official duty   



 station away from the position of record location. 



 



 (2) Must document in writing the reason why the organization needs to designate an   



 official worksite away from the position of record location.  



 



 (3) Must execute an MOU between the home office and the receiving office.  



 



 (4) Must forward a copy of the signed and dated designation decision and MOU to the   



 servicing SSC  before the SSC can effect the requested action. 



 



 (5) Must not authorize an employee to make a physical move or start a recruitment action  



 until appropriate documentation has been completed and approvals received. 



 



(d) Senior Resource Officials: Must review, approve or disapprove requests to establish official 



worksites at locations other than that of an employee’s position of record in conformance  with this 



policy. The SRO will also ensure the proper appropriated funds are being applied to the employee’s 



official worksite. 



 



  





http://intranet.epa.gov/ohr/policy/index.htm


http://workplace.epa.gov/telework.html
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VIII. POLICY 



 



(a) It is the agency’s general policy that positions of record and official worksites be co-located 



whenever possible. An employee’s official worksite is one of the elements that determine an employee’s 



rate of basic pay, including locality pay. In addition, the designation of an official worksite affects an 



employee’s entitlement to travel and relocation expenses, eligibility for compensatory time off for 



official travel outside of the employee’s scheduled tour of duty, and competitive area status in the 



context of a reduction in force. It may also affect the employee’s bargaining unit status. Appropriate 



administrative controls must be in place and maintained for effective changes to such designations. 



 



(b) A program, regional office or independent laboratory may not establish a position outside of its 



jurisdiction unilaterally. Decisions about the establishment of official worksites away from the position 



of record location must be made at no lower than the SRO level within the home office. The decision 



must be documented in writing.   



 



(c) The receiving location’s SRO must approve the establishment of the position’s location before the 



home office takes any other action to effect the placement or begin a recruitment action. 



 



(d) Programs with arrangements of worksites covered under this policy in existence before the issuance 



of this policy that are either without documentation or without an appropriate personnel action, are 



required to review those arrangements and align them with this policy within six months of its issuance, 



either by generating the required documentation in the form of a personnel action, or by obtaining 



approval via the process outlined in this policy. 



 



(e) The program, regional office or laboratory must document an employee's official worksite on a 



Notification of Personnel Action (Standard Form 50). 



 



(f) When it is to the agency’s benefit or need, official worksites may be located at any distance from the 



location of the position of record. However, the official worksite must be at an existing agency facility. 



The mere availability of a candidate at another location is not a sufficient benefit to warrant the 



establishment of an official worksite outside of an organization’s jurisdiction. There must be a legitimate 



business need of the organization and decisions should not be based solely on the employee’s personal 



needs. Approvals should be based on reasons such as the following: 



 



 (1) The work of the position needs to be performed at a location other than the position of  



 record (e.g., need to perform regular inspections locally, need for daily or regular face-to-  



 face communication, interface or liaison with local officials or business representatives,   



 or the need to personally coordinate agency activities locally, thereby saving the travel   



 costs of regular temporary duty travel from the location of the position of record). 



 



 (2) The position can be filled only and exclusively via local recruitment (i.e., the requisite  



 expertise of the position is available only locally). 



 



 (3) Relocation of employment candidates to the location of the position of record is not   



 feasible or advantageous to the agency. 



 



 (4) The retention of an employee with unique, special or hard to recruit expertise, skills or  



 knowledge. 
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(g) Agreements must be documented in a formal MOU between the two organizations. The MOU must 



be approved by the SRO in the home office and the SRO in the jurisdiction where the official worksite 



will be located. The MOU between offices must address which office will incur the costs associated 



with the remotely located employee’s work equipment and supplies (e.g., phone, computer, printer, etc.) 



and any other relevant information. A signed and dated copy of this documentation must be provided to 



the servicing SSC for them to effect any action related to the official worksite designation away from the 



home office. 



 



(h) The home office must maintain the documentation (decision to establish the official worksite and 



MOU) of the designation in accordance with record retention schedules. A copy of the documentation 



will be provided to OHR (or any other appropriate entity such as the Office of the Inspector General) 



upon request. 



 



(i) Official worksite designations that are the product of an approved reorganization proposal package, a 



reasonable accommodation determination or a transfer of function under one of the following authorities 



are not subject to the provisions of this policy:  



 



 (1) EPA Order 1110.8 A5, EPA Reorganization Policy 



 



 (2) EPA Order 3110.3A, Transfer of Function Involving Geographic Relocation of   



 Employees 



 



 (3) EPA Order 3110.21 A1, Providing Reasonable Accommodation for EPA Employees and  



 Applicants with Disabilities 



  



 (4) Applicable EPA collective bargaining agreements 



 



(j) Pay, Travel and Relocation Considerations 



 



 (1) When an official worksite is established in a different locality pay area from that of the 



 position of record, the employee must receive the locality pay applicable to the area of the 



 official worksite. 



 



 (2) Approvals of official worksites at locations different from the location of the position of 



 record should not be made with specific intent of moving employees to a locality pay area with a 



 higher rate of pay for the same grade and step. To emphasize, approvals must be based on 



 mission needs of the agency and not for locality pay augmentation. 



 



 (3) Approvals of official worksites at locations different from the location of the position of 



 record should be made only after analysis of, budgeting for and recognition of the necessity that 



 the agency will incur greater travel cost expenses by virtue of the new official worksite 



 designation.  



 



 (4) The establishment of an official worksite outside of the local commuting area may require the 



 home office to the pay relocation costs. Programs, regions and labs must refer to EPA Order 



 3110.20, Determination for Payment of Travel, Transportation and Relocation Costs, for more 



 information. Additional guidance and assistance on the topic of relocation costs can be found via 



 the Office of the Chief Financial Officer’s, Federal Employee Relocation Center, at 



 http://intranet.epa.gov/fmdvally/finservices/relocation/relocation_services.htm. 





http://intranet.epa.gov/fmdvally/finservices/relocation/relocation_services.htm
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IX. PROCEDURES 



 



(a) The home office’s decision to establish an official worksite away from the position of record must be 



in writing, signed, dated, and clearly state the official necessity for the designation, including an 



explanation of the necessity for the work to be performed at the proposed new official worksite. It must 



contain the following information: 



 



 (1) A detailed justification. 



 



 (2) An analysis of how the proposed change will impact personnel and how it is consistent  



 with the home office and the agency’s workforce planning objectives. 



 



 (3) A copy of the affected employee’s current position description. 



 



 (4) Cost analysis for necessary travel.  



 



(4) Any other relevant information. 



 



 (b) The MOU between the home and receiving offices must contain the following information. 



 



 (1) Background information on the necessity of the designation.   



 



 (2) Responsibilities of the home and receiving offices. 



 



 (3) Which party will incur the costs associated with the remotely located employee’s work 



 equipment and supplies (e.g., phone, computer, printer, etc.) 



 



 (4) Any other relevant information. 



 



(c) The home office prepares and signs the MOU and the receiving office reviews and signs it.  



 



(d) The home office submits a copy of the designation decision and SRO-approved MOU to the 



servicing HRSSC, so the employee’s official worksite can be documented on an SF-50. 



 



(e) The home office may combine the designation decision and MOU into one document as long as all 



of the required information from sections IX(a) and (b) are captured. 



 



(f) Additional operational guidance (e.g., the use of this policy in conjunction with recruitment actions) 



will be provided via standard operating procedures issued jointly by the HRSSCs. 



 



X. RECORDS  



 



Please see the EPA’s Record Schedules policies at http://www.epa.gov/records/index.htm for detailed 



retention instructions for the following:  



 



(a)  EPA Records Schedule 560: Notification of Personnel Actions - Standard Form 50 



 



(b) EPA Records Schedule 122: Supervisors' Personnel Files and Duplicate OPF Documentation  



 





http://www.epa.gov/records/index.htm
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(c) EPA Records Schedule 568: Personnel Correspondence Files Related to General Administration 



 



XI. MATERIALS SUPERSEDED 



 



None. 



  



XII. AUTHORITY AND REFERENCES 



 



(a) EPA Order 1110.8 A5, EPA Reorganization Policy 



 



(b) EPA Delegation of Authority 1-44, Changes in Organizational Structure  



 



(c) 5 CFR 531.605, Determining an employee’s official worksite 



 



(d) 5 CFR 530.302, Definitions, Position of Record 



 



(e) 5 CFR 531.602, Definitions, Official Worksite and Position of Record 



 



(f)  EPA Order 1130.2A, Senior Resources Officials 



 



(g) EPA Order 3110.20, Determination for Payment of Travel, Transportation and Relocation Expenses 



 



  



 



Loretta L. Hunt /s/, Chief 



Policy and Accountability Branch 



Policy, Planning and Training Division 



Office of Human Resources 



 



 



 



  



        



 



        



 



 



 



 



 



 



 



 










